Instructions for Importing a Voter List Data File into Microsoft Access

1. Start Microsoft Access

2. Select the Create a new database using — Blank Access database option as shown below:

— Create a new database using

% Blank Access database:
=

"~ Access database wizards, pages, and projects
==

é}’ £~ Open an existing filz

PInfoRequeststInfoReqdh

P:\0Z_CFiElection

F:\Peachtres'\ 20032003 _Resulks

Catabasesivemnacs ;I

Ik I Cancel |

3. Click the OK button

4. Select the location on your computer where you want to store the database and provide a file
name as shown in the example below:

Save in: IEJ YaterList j ] | o W ~ Tools -

Fawvorites

File name: I'l.l'l:ul:erList.ml:II:u j |H Create I
Save as ype: IMicru:usu:uFt Arcess Databases (*.mdb) j Cancel |

5. Click the Create button
6. Select the Tables database object




7. Click the New button (to create a new table)

8. When the New Table dialog appears, select the Import Table option as shown below:

Datasheet View
De=sign Yiew

Table Wizard
Import Tab
Link Table

This wizard imports kables and
objecks from an external file
inko the current database,

(a4 I Cancel |

9. Click the OK button

10. When the Import dialog appears, change the Files of type selection to Text Files (*.txt; *.csv;
*.tab; *.asc)

11. Navigate to the location where you unzipped the Voter List data file (e.g.,
SENATE_CEN_ALL.TXT) and select it as shown in the example below:

mport 21 x|
j ¢|$K@*Tﬂﬂl5v

Look in:

o

History

My Documents

File narne: I j = Import I
Files of type: IText Files (* bxb;*, csv; * kaby* . asc) j Cancel |

12. Click the Import button

13. The Import Text Wizard dialog should now appear, select the Delimited format option as shown
on the next page



B Import Text Wizard x|

Your data seems to be in a 'Delimited’ Format. IF it isn't, choose the Format that more correctly
describes vour data,

0 Egelimited - Characters such as comma or tab separate each Field

™ Fixed Width - Fields are aligned in columns with spaces between each fisld

Ln

ample data from file: DO TEMPYSENATE _CEM_ALL, THT,

MM, T1516", 2", "20", "CEN", "A", "7, "12", "E", "MES", "O" i’
mIT,"Z4E5", 2", "20", "CEN", "E", "7", "12", "E", "MES", "O"
mLM,"Z4E5", 2", "20", "CEN", "E", "7, "12", "E", "MES", "O"
"I"; "2465"; "2 "; "2']"; "CEN"; "B"; "'?"; "12 "; "B"; "HES"; "D"
"I"; "2466"; "2 "; "2']"; "CEN"; "B"; "'?"; "12 "; "B"; "HES"; "D"
S T

i
Advanced. ., Zancel = Back I Mext = I Einish |

14. Click the Next > button
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15. On the next screen of the wizard, set the Choose the delimiter that separates your fields
option to Comma and set the Text Qualifier to double-quotes (“) a s shown below:

B3 Import Text Wizard |

What delimiter separates your fields? Seleck the appropriate delimiter and see how wour bexk
is affected in the preview below,

Choaose the delimiter that separates your Figlds:

" Tab " Semicolon « Comma ' Other: I
" Firsk Row Contains Field Mames Text Qualifier: | -
i 1516 2 20 KCEN |o [7 12 B MES 0 MES ELMER
I 465 E EO KCEN E [} 12 B MES 0 MES ICHAD
b 4565 2 20 KCEMN [E [7 12 B ME: O ME: IZHERRYL
I 465 g EO CKEN [B [7 12 B MES 0 MES CHRISTINL
I 466 g EO0 CEN B [7 12 B MES 0 MES COLLEEN
L 2465 2 0 CEN [E [7 |12 B MES 0 MES ELAINE

4
P.dganced...l Cancel < Back I Mext = I Einish |

16. Click the Next > button




17. The next screen of the wizard will ask you where you want to store your data — make sure the
option In a New Table is selected as shown on the example below:

= Import Text Wizard x|

You can store wour data in a new table or in an existing table.

Where would vwou like o store wour data?

= In a Mews Table

" In an Exjsting Table: | ]

STATUS |[PRECINCT NUM [CITIES [ASSEMELY |SENATE [coMMISSION |

D 5414 oo ha 11 ﬂ
) 5421 ol 42 11 %

0 5491 ol o2 oo k

D 1135 ol 16 DS 4

) G291 co G2 Do 4

) 5413 ol 14 D7 Fj

Advanced. .. Cancel < Back I Mext = I Einish |

18. Click the Next > button
19. Click the Next > button to skip the next screen of the wizard

\_E

20. The next screen of the wizard will allow you to specify a primary key for the new table — select the
No primary key option as shown in the following example:

B3 Import Text Wizard x|
Microsoft Access recommends that wou define a primary key For
= wour new table, & primary key is used to uniquely identify each
PR record in your kable, It allows wou to retrieve data more quickly,
2 unn o onue
3 .
3 ::: ::: ::: " Let Access add primary ke,
ol i R i " Choose my own primary key., | ]
(¥ Mo primary key. :
F:iFiElcF:iFiEFiE]F:iF:iFiEF:i|FiEJF:i|FiEJ|FiEld13 Fieldld (F
i 151c £ 20 |CEN |a [? |12 [BE MES 0 MES ELMER ILMNDEEW o] &
I 246b B EO CEN B [7 (12 B MES O MES [CHAD g 0 H
I 2465 2 R0 CEN [E [? |12 [B MES O MES CHEREYL K] [0 H
I 2465 E EO0 KEN E [7 12 B MES 0 MEZ CHRISTINAL |ANNE [0 H
I E466 E B0 CEN E [7 (12 B MES 0 MEZ COLLEEN SMITH 2 H
L 2465 2 20 CEN B [7 |12 B MES 0 MES ELAINE |I'I Afj
‘ i
Advanced. .. | Cancel « Back I Bext = I Einish |




21.
22.

23.
24.

25.

Click the Next > button

The final screen of the wizard will ask you to name the new table — accept the default or enter a
descriptive name for the new table as shown in the example below:

B3 Import Text Wizard x|

That's all the infarmation the wizard needs ko import vour data.

Impart ko Table:
SENATE_CEM_ALL

[ 1would like a wizard to analyze my table after importing the
data,

[ Display Help after the wizard is finished.

advanced. .. | Cancel < Back MeExh = | Einish I

Click the Finish button

Monitor the Import status bar located in the lower left-hand corner of the main Microsoft Access
application window as shown in the example below (this is how you will know that the data file is
being imported):

Impgrt |llllll

Once the import has completed, click on the OK button of the confirmation dialog that will appear
as shown below:

Import Text Wizard x|

L
\lj) Finished importing File '0:temphSEMATE _CEM_ALL. TXT' ko table 'SEMATE _CEM_ALL',
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